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FIND EXPENSE REPORT 

EMPLOYEE AS SELF – FROM EXPENSE APPLICATION 

From the Expenses application: 

1. Click the Expense Reports button under View.  

a. You have the option of filtering expense reports by status or date.  

 

b. After you choose your method of filtering then click Ok.  

c. You will see the expense reports that match your filtering methods.  

d. If you want to view the expense report, you can click the 

magnifying glass in the first column.  

e. If you need to make a correction to an expense report you can scroll 

to the last column on the right and click  . 

This will take you to the Create Expense Report page where you 

can chage as needed. 
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SUPERVISOR SEARCHING FOR EMPLOYEE – FROM SEARCH 

BAR 

From the Search bar:

1. Type Find Expense Reports in the search bar. 

2. Click on Find Expense Reports 

 

 

 

 

 

 

 

3. After clicking Ok you will be able to view all expense reports and see 

whether they are in draft, in progress, approved, or canceled.  
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4. If you click the related actions button you will be able to see various 

options depending on the status of the expense report.  

5. If you want to see where in the process the expense report is you can 

click on the blue link for the expense report.  
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